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Online Account Sign Up Instructions:

Instructions for setting up and logging in for the first time to an online account to view your bill,
update accounting information, sign up for EFT, and pay your bill with a debit/credit card.

Note: The City has completed a financial software upgrade. As a result, all users will be required to
register or register for an account using this process starting on October 30™, even if you have had an
account set up previously.

1. From the City of Prescott’s website click on Pay Your Water Bill.
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2. It will direct you to an information page where you can find these instructions and a tutorial
video to help you register for the first time. When you are ready, click on Pay Water Bill
Online.

Apply for Service
Rate Setting Process
How to Pay Your Bill

utility Billing >> Pay Water Bill Online

Pay Water Bill Online

Pay Water Bill Online
Utility Rates and Resources PAY YOUR WATER BILL HOW TO APPLY FOR UTILITY RATES AND
SERVICE RESOURCES

Scheduled Software Upgrade Impact to Utility Billing Services

The City of Prescott has completed the financial software upgrade. As a result, starting on Monday October
30th, after the upgrade, all users will be required to re-register for an account to login. Below are instructions
to help you in this process:

@ Video Tutorial - YouTube

e Written instructions

mwl Pay Water Bill Online
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3. This will direct you to the Citizen Self Service website. From there click LOG IN.

‘ m M Pay Water Bill Online— City of P+ % | *¢ MUNIS Online Home Page x  +

<~ G &) https;//css.prescott-az.gov/css/

A Qg m I
Q,
¢

City of Prescott Arizona

Home Starting on Monday October 30th, after the upgrade, all users will be required to re-register for an account to login. We apologize for the inconvenience. ]
Citizen Self Service @
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4. To Login for the first time you have two options to authenticate your account. Either sign in
with 1) Google, Apple, Microsoft or Facebook, or 2) Any email address. With option 1), you
will use the streamlined approach with either Google’s, Apple’s, Microsoft’s or Facebook’s
method of authentication and you will not need to separately verify your email address. Using
option 1) go to step 5 as an example. If using option 2, skip step 5 and go to step 6.

Notice: If you choose to sign in with #1 Google, Apple, Microsoft or Facebook, you must
ALWAYS use that option to log in (not the email address and password option).

Also, for users who had an online account prior to October 30, 2023: If possible, use the same
email here as your previous login for your online account before the upgrade, the system will
attempt to match the two accounts and you might not need to do step #7 to link accounts.
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Sign in with Google

DEA

Email address

Keep me signed in
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5. Sign in with Google example:

Enter your google email or phone number you have setup with Google. Then you will be prompted
for your password.

. G Sign in with Google

G Sign in with Google

o Welcome
Signin
@ I o -il.com

to continue to tylerportico.com

Email or phone
[ Enter your password

[@gmail.com [ |

[ show password

Forgot email?

To continue, Google will share your name, email address,

language preference, and profile picture with To continue, Google will share your name, email address,
tylerportico.com. Before using this app, you can review language preference, and profile picture with
tylerportico.com’s privacy policy and terms of service. tylerportico.com. Before using this app, you can review

tylerportico.com’s privacy policy and terms of service.

Create account
Forgot password?

English (United States) - Help Privacy Terms English (United States) - Help Privacy Terms

Google will then push a verification to your phone or click Try another way if you prefer another
method of verification such as text message.

G Sign in with Google

2-Step Verification

To help keep your account safe, Google wants to
make sure it's really you trying to sign in

© EEEoicom

Check your Galaxy Jli

Google sent a notification to your Galaxy il Tap Yes on
the notification to verify it's you

Don't ask again on this device

Try another way
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6. The other sign up option is to click on the sign up link at the bottom of the prompt.

OR

Email address

D Keep me signed in

Unlock account?

Help

Don't have an eccom“t?{ﬂg:n up )

From there, you enter your email, first name, last name and a password following the
requirements presented.

Notice: for users who had an online account prior to October 30, 2023: If possible, use the
same email here as your previous login for your online account before the upgrade, the system
will match the two accounts and you might not need to do step #7 to link accounts.
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Sign up

Email

First name

Last name

Mobile phone

Password
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Password requirements

At least 8 characters

Alowercase letter

An uppercase letter

A number

No parts of your username

Passwerd can't be the same as your last 10
passwords

Already have an account?
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The system will then send you a verification code in to the email address you entered. Use
that code from the email and enter it into the blank box, then click Verify.
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Your organization uses Community Access We sent an er y
and Tyler Technologles to manage access to Enter the ve t be

applications which serve citizens
Enter Code

Community Access provides access to all of

your citizen applications and connects you to | 301859

other public applications within Tyler —

Technology's ecosystem

Learn more about Community Accesd.
/

To verify your email address apdBctivate

your account enter the verffication code:

801859

After you enter the code, some web browsers will direct you a User Profile page or the
Account Settings. If you see a User Profile image like below, will have to click on the Prescott,
AZ Citizen Self Service link, then click Log In. If you see Account Settings, go directly to Step 7.

= J User Profile

-
53 Home

Personal information

Welcome, NG

Manage your information, privacy, and security to make Community Access work better for you

f o] Privacy settings

a Communities @

Personal information

View and update your personal
information.

View information

Prescott, AZ

’ﬁ Tyler Technologies

City of Prescott Arizona

Home
Citizen Self Service

Vendor Self Service

Privacy settings

Manage your password and social

media settings

m——
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Search for communities

Look for public organizations in your
area and apps that can serve you

Search communities
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Community access benefits

Learn more about Community Access

Learn more



7. Once logged in by either step #5 or #6, you will need to link your Utility Account to your
profile. You will need your full 10 digit account number, which is on your Utility Bill:

CITY OF PRESCOTT

y Bill Number 3902726
- UTILITY STATEMENT @Number 1234567890 )
- JIBINISIAratdhdh
crryor PRESCOTT Pact Due Amourt $0.00
201S. CORTEZ ST :
PRESCOTT, AZ 86303-3989 Current Amount $141.34
Forwarding Service Requested TOTAL AMOUNT DUE $141.34
Amount Paid
Payment Due Date 09/29/2023

Email Address

First click on the link to account hyperlink.

Account Settings
Home

Account Information
Citizen Self Service Now logged in a3 — !
Last successtul login 9/20/2023
Vendor Self Service & Mail address [ —

Linked Accounts

Customer

Or if you didn’t link immediately, the screen may look like this “Profile information not found”

Welcome to Citizen Self Service
Home
Announcements
Citizen Self Service WELCOME TO THE CITY OF PRESCOTT CITIZEN SELF-SERVICE WEBSITE

Utiliy Billing
Profile Information

Profile information not found.

If so, you must first click on Utility Billing then Link to Account.
Utility Billing Accounts

Home Select an account to work with.

Citizen Self Service

Utility Billing Linked accounts

o ity Billing accounts have been linked to this user.
ageoun

Contact Us
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Then, enter the first 5 digits of your account number in the first box, and the last 5 in the second box.

Utility Billing

Home Account Link Setup

What is the account ID7 (first 5 digits of your account "
Citizen Self Service b “ 2345
Utility Billing Wt i the 10 (st 5 gt ofyoursccount rumben ©
conteers Ea =
* cctes recured

You have successfully linked account if you see the Account and Customer number now listed. To get
to the account, click on the account number which is hyperlinked (blue underlined).

Account Settings

nIT Account Infarmation

Citizen Self Service Now logged in a3 [T
Last successful login 9202023
Vendor Self Service E-Mail address 2 sl com

Linked Accounts

€ IF-service module that al ount linking, hyperlinks such a5 “link to account” or “remove” will appear below. Click a module's
i

Utility Billing Accounts e to
Aceaunt Customer

12345 67850 emons

Go To Module Homegage

From there you can navigate to see the account summary or manage bills to pay with a credit card.

Utility Billing
Home Account Summary

Link to Account | Sign up for EFT Automatic Payments | Request Change of Address | Bill Delivery Preferences | Manage Bills

Citizen Self Service

Billing Account

Service Address S

Accounts Account Number L ]

: Bill Delivery Preference [l
Manage Bills

Account Summary

utility Billing

Your Current Balance

Automatic EFT Payments Amount Due Now 50.00

Payment Due Date
Contact Us

8. Lastly, in the future, you will not need to follow these same steps, but just click on the option 1
verification such as Google, Apple, Microsoft, Facebook, or just enter your email address and
click next to enter your password and login.
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